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INSTRUCTIONS See Publzcatnon No. 76—RM-1 for instructions on completing this form. Forward signed original to
Department of Archives and Hlstory, Records Management Division, 330 Capitol Avenue At!anta Georg:a 30334,

AttentIOﬂ Scheduling Section. | : /

7 Fon AGENCY USE 1. Agency Address . oY FOR RECORDS MANAGEMENT USE

Apphcatmn Date Augusta Area Technical School Application Number
" Student Personnel Services
r

_Eo-ver.nbeN t; 1977 | Registrar's Office 77 qal R
Appication Number 2025 Lumpkin Road NOV =y e Completed

SPS-2 Augusta, GA 30906 | | BEC 12 1977
2 Person to Contact , Working Title Telephonewil;;!;?w_

| __Beverly A. Roberts Assistant CoordinaEQE/Registrar (404) 798-4343

3 Action Requested ‘
a. [t Estaonsn Retention Schedule; chord will continue to accumulate.
b. [ Dispose of present accumulation; no further accumulation anticipated.
¢. [ Amend Application No. . , Check One: 0 Change; O Supercede; [J Void

[ 4. Dates of Series 5. Records Series Title (followed by title used in office; if different]

Earliest Latest
1961 [ to date No Show Student Application File

The function of the Office of the Registrar is to maintain active and inactive studenf
records; to receive, maintain, evaluate, and issue quarterly progress reports, trans-

cripts, certificates, and diplomas; to post quarterly progress reports and to evaluate
courses taken, credits given, and certificates of diplomas awarded.
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7. ne@EEfies Description . This file contains the followmg documents (mclude form numbers and titles, if any):
Attach samples of the file.

Documents relating to: malntalnlng a student appllcatlon file on those students who do not show
“up for class enrollment {no shows), but who were accepted for adm1551on.f

Included are: applicatlon for admlsslon transcripts, entrance/placement test scores,
medical records, personal references forms, birth certificates, and related
correspondence. Also included is card file on which applicant's test scores
will be recorded before paper copy is destroyed.

Fileisarranged: alphabetically by last name of applicant, thereunder chronologically by
fiscal year. Same filing arrangement for card file.

8. Monthly Reference Rate How often are records referred to which are:
One to six months oid _.__1-_5._____.._ Seven to twelve monthsold =12 ______: Thirteen to twenty-four months old 6
© twenty- -five months and older 3_ ?
9. Annual Rate of AecumulaBon ‘of Rerords ~
Letter-size drawers ;Legalsizedrawers _________;Shetves _______ _ ; Other (spécify) S
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[YES | NO_I 10 Questlonnalre _{Place an "*X’’ in the proper eolumn) ———— , : —
. Is this the official copy of the serles? : o '
__2{_ | _ 1 _Hnot where is it? - s . -
b. Does the series contain cgnfidentiai mformatlon requiri securlty handling? If yes, cite law or regulation. ;
LX | |  Privacy Rights ct9 Parents & Students, 'Jq.ltle 45, Part 99 .
X c. Is this a vital record? " . §
i X jﬁd_A_Does this series have historical or long term research value? . /
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these
X | _documents be scheduled separatelyv? :
L X | ¢ ,JsjhmfmmmmlfMach copy,
g. lIs the Information contained in this series ever analyzed and/or recorded ina summanzed report?
X If ves. attach copy, -
h. Is there a duplication of this series in your offuce or in another office or agency?
|1 X | ifyves where?
X | s this series {or a majar portion of it requiarly microfilmed? ]
X | i._Does the record series result in a computer printout?_____ . ___
11. Retention Requirements ~ The following requires the series to be kept:
a. State Law ro years. d. Audit period 0 -.years,
b. Statute of limitation 0 years. e. Administrative need 8 —.years,
c. Federal law » 0 years. f. Federal retention instructions , 0 years,

Attach copy or excerpt of laws or regulations. Explain administrativé need.

Test scores are valid for 8 year period = corresponds to length of time Graduate Record
Exam scores are valid. Scores will be placed on card file.

12. Aporoved Dispoﬁ?ioh Instructions This agency recommends that the file series be cut otf at the end of each }
O Calendar Year; &X Fiscal Year; [J Other i then,

[0 Hold in the current files area —month(s) —_______ year(s}; then
O Transfer to local holding area, hold — _________vyear(s); then

O Transfer to State Records Center;hold —_ _______year(s); then

O Destroy.

O Transfer to State Archives for permanent retention.

& Other (Specify) _‘

Cut- off files at end of each fiscal year' transfer test scores to card file; destroy paper
orlglvals, hold card file 8 years, -then destroy. L a . Ce-l

4P r: ~ = . -

‘These instructions apply to all prior and future accumulations of the series.

-D_ate _ | Records Management Officer  (Signature) Date
//-—/4“77|/> um,&y& ;{’Wa N VRN
' Stata Records Committee {Stgnature) Date

Recommendations in para- i P _ :
graph 12 are approved. State Auditor/Designee ' “-f"”-' 7 7

fIf disapproved, attach letter .
of explanation.) ) _ Secre%ate/[)esignee /@ e el M 2=l ]7

) Attorr;y General/Designes, 7 /}é/ /ﬁ? mdﬁ/ / A /L 72__
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